Brandeis University Student Employee Chargeline Change Form

This form should be used to change the funding source for a student employee (i.e. a grant expired and you now need to pay the student from a different grant).  DO NOT complete a “New Hire/ Rehire” for this purpose as it will create a duplicate record in the payroll system!
PLEASE TYPE OR PRINT LEGIBLY. PLEASE COMPLETE ALL SECTIONS IN FULL. 
Student Information: (can be found on timesheet)
Student Name:  _____________________     
Employee ID Number:   100 
Department:  ____________________ Record Number: ______   Job Term:    Academic Year       Summer

Chargeline Change Request:
Current Position Number:    200                                
  

New Position Funding:  

	 
	 
	 
	Account (4)
	 
	 
	 
	 
	 
	Fund (2)
	 
	 
	 
	 
	 
	DeptID (5)
	 
	 
	 
	 
	 
	 
	Program (5)
	 
	 
	 
	Project/Grant (6,9)
	 
	 
	 
	%
	 
	 
	 

	              6184
	 
	 
	 
	 
	100


Home Dept ID (if different from above):_______00
Effective Date: _________________  (please note some additional paperwork may be required for dates that have passed)
_________________________
           _________________________       _______       __________

Supervisor Name (please print)
                 Supervisor Signature                     Ext.
           Date

For Office Use Only
New Position Number:  200__________________

__________________________________
        ____________________________
__________        

Assistant Director of Student Employment


Processor’s Name
                   Date

Please return this form to Student Financial Services, MS 027

Fax Number 781-736-3719


